CITY OF SANTA FE

ADMININSTRATIVE MANUAL

Originating Business Unit: Risk and Safety Administration
SUBJECT

Policy Number # Pages
62103-7-2 03

Effective Date Revision Date

09-17-2001 | 09-17-2001

1.0 PURPOSE:

1.1 The purpose of this policy is to provide authorization and guidelines for the review
committees for the city’s self-insured funds consisting of general liability, law
enforcement, and worker’s compensation.

2.0 APPLICABLE TO:

2.1 This policy applies to the above self-insured programs.

3.0 REFERENCES:

3.1 Applicable city insurance policies and programs.
32 Resolution No. 1988 — 11 Worker’s Compensation.
33 Risk management Policies and Procedures Manual.

4.0 DEFINITIONS:
4.1 Various terms are defined in the above references.
5.0 POLICY:

5.1 The various city self-insured insurance programs as identified above shall have a
committee to review and authorize appropriate action necessary for effectively and
efficiently resolving claims against the city.

6.0 PROCEDURES:

6.1 The committees may include as applicable:
a. General Liability Claims Review Committee
b. Law Enforcement Claims Review Committee
c. Worker’s Compensation Claims Review Committee
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6.2

6.3

6.4

6.5

6.6

6.7

6.8

6.9

6.10

6.11

A representative from the City Attorney’s Office and the Risk Management Office shall
serve as advisory members. The Claims Review Committee shall not be held unless legal
council is present. :

The City Manager shall appoint department and/or division directors as the voting
members of committee. The City Manager may serve as a member of the committee(s).

All claims in which the adjuster feels settlement value will exceed $15,000 must be

presented to the committee. The committee shall convene as necessary to review and
consider cases.

A quorum consists of a majority of the voting members and is required to authorize any
action.

For action, a motion and a second are required with a majority vote deciding. The risk
management officer (or designee) shall record date and action taken, which shall be
maintained as a record and a copy of which shall be forwarded to the City Manager.

The committee shall conscientiously listen to and evaluate the facts of the case as
presented by the city’s adjuster, risk management director, department directors, staff
involved in the case or who have information associated with the case, city attorney(s), or
other attorney(s) retained by the insurance carrier to defend the case.

The committee is authorized to approve settlements, to request additional information or
take other action deemed to be in the best interest of the city after considering all factors.

The city shall aggressively defend itself in cases in which compensation is not warranted.
The committee shall not authorize settlements without recognizing city liability, although

the cost of defending a case shall be judiciously weighed against potential settlement
costs.

The committee may make any recommendation which will efficiently and effectively
resolve the claim or which will assist in the negotiation of the claims such as mediation or
binding arbitration. The committee shall recognize the impact of potentially precedent

setting determinations and how those determinations will affect the program in the long
term.

The review committee shall have access to information on each case, however, the
committee must fully recognize that confidentiality is crucial and must be maintained at
all times. The discussions and recommendations of the committees are protected by the
attorney-client privilege. Disclosure of confidential information by an employee on a
committee will subject the employee to disciplinary action up to and including
termination. '
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6.12  Committee members shall excuse themselves if a conflict of interest exists with a case.
Committee members shall not participate in a determination that would potentially
benefit themselves, friends or family members.

6.13  The committee shall recognize that failing to follow the recommendation of excess
insurance carriers may result in additional liability. If the applicable insurance coverage
policy related to the case does not contain a “consent to settle” clause, the committee vote
shall be deemed soley a recommendation to the excess insurance carrier.

7.0 APPENDIXES:

7.1 None.

8.0 REVIEW AND APPROVALS:

]

\ B N halo
Barbara BoltieR, Claims Administrator DATE

3.2 REVIEWED BY: \_/\ — \2-\\“\\0\

Louis Tafoya, Risk/Safety Director DATE
83  REVIEWED BY: 1224 /4)

| e?%:v:./' Attorney DATE
$4  REVIEWED BY: ﬁwﬁ %M@é / /;/i%:/a/

Arturo A. Roliriguez, Personii¢l Direor /
/ 7 =Y R

85 APPROVEDBY, oo™ -

Jim Romero, Cit}pslanager DATE

8.1 PREFPARED BY:
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DATE: SEPTEMBER 28, 2007
7o ALL DEPARTMENT AND DIVISION DIRECTORS
" FROM: GALEN BULLER, CITY MANAGERY">
VIA: WILLIAM G. TALLMAN, DEPUTY CITY MANAGER o .
MIKE P. LUJAN, RISK MANGEMENT/SAFETY DIR Pl

ITEM AND ISSUE:

Authorization & Operation of City-Owned and Leased Motor Vehicles Policy.
BACKGROUND AND SUMMARY:

As part of the City’s on-going effort to ensure employee driver compliance as well as loss prevention
and the reduction of overall costs, the attached policy replaces the current City Vehicle Policy, number
62103-7-3, which was last revised in March 2005. The new policy is more comprehensive and is
intended to establish greater accountability at all levels within the City.

The overall goal of this policy is o specify the acceptable use of city vehicles to employees; to control
and monitor the use of city vehicles; to reduce liability and citizeh complaints; and to comply with federal
regulations and audit requirements in determining if a qualified non-personal use of a vehicle is
considered a working condition fringe benefit. Enforcement of the City of Santa Fe vehicle policy
shall be the responsibility of each Department Director.

ACTION:

Please replace the old vehicle policy currently in your administrative manual with this policy. Distribute
and discuss the attached policy with all employees who are subject to driving a City vehicle. Have each
employee sign the attached acknowledgement form indicating they have received, read and agree 1o all
conditions of the policy. Secondly, under the terms of this policy, all employees assigned to take home
a vehicle are required to re-enroll annually. Any employee in your department/division who is assigned
a take home vehicle (from qualified to rotational) is required to re-enroll using the attached form. All
completed forms are to be turned in to the Risk Management/Safety Division no later than September
28, 2007. This first enroliment will be good through December 31, 2008. Copies of the authorization
form may be found on the City's intranet,

Please direct any questions regarding this policy to the Risk Management/Safety Division at
extension # 5621. Thank you for your cooperation.
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